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View, Report, Approve Time for your employees

Follow the steps below to view time your employee(s).

Go to: Manager Self Service > Time Management > Report Time > Timesheet

@ Time Management

Mariage schedules, view and spprove reported and payable fime, absence and avertime reguests, except

Quick Reference

Instructions to help you approve fime, repart time, or view comp time for your
employee(s).

o, and more.

K] Approve Time K] Report Time
Approve reported time for your employees Report time for your employess

[ Timeshest

=] Reported Time

View Time
iews your emplovess campensatory time.
= Compensatory Time

This is how your landing page will look like:

Report Time

Timesheet Summary

* Employee Selection Criteria

Get Employees |
[Descripion |
Group 1D I—Q
ErnpliD [ &
Last Mame T -
First Mame I—Q

View By: | Mon-Sur v | Date:[08142007 [ (ZRetresh | <2 Previous Week

Employees For Dylan Dang, Totals From 09/08/2007 - 09/14/2007

Reported |Hours to be |(Scheduled B Approved/Submitted |Denied
Hours Approved Hours Hours Hours

0.000000 0.0000a0 0.000000 0.0a0aaa 0.000000

Once on the landing page, you may search your employee(s) by these options:

By Group ID — (preferred Option) Use this to pull every employee(s) who are in

this group. Then you may select individuals from the return list. If you do not
know your group ID, see your timekeeper.
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Other Options:

e By Employee ID — Use this option if you wish to select one individual at a
time. Don’t forget to put the 4 leading zeros.

¢ By Last Name — Use this option if you wish to pull your employees who have
this last name. This is case sensitive. Use upper case for the first letter and
then the rest with lower case. For example: SMITH should be “Smith”.

e By First Name - Use this option if you wish to pull your employees who have
this last name. This is case sensitive. Use upper case for the first letter and
then the rest with lower case. For example: LAURA should be “Laura”.

Report Time

Timesheet Summary

~ Employee Selection Criteria Get Employees |

Description Value

Group |D | &

EmpliD | Q

Last Marne | &'}

First Mame | Q

View By: | Man-Sun V| [:I?I't(-‘::||:|E|.|'|:|B.|'2|:||:|:Ir IEJ 2% Refresh == Pravious Week
o\ A

Employees For Dylan Dang, Totals From 09/08/2007 - 09/14/2007

Reporten (Hours to be |Scheduled . Approved/Submitted |Denied
.2 |5....  |Exception TR
Hours |g;_1rm:| Hours Hours Hours

Marme 0.000000 0.0x00o0 0.000000 0.000000 0.000000

T LN FONONON ORI w W o m oW e

2. Inthe “View By field, select: “Mon-Sun” \

3. Inthe “Date” field, select the FIRST DATE of the current pay period.

. Click
If you hit the “Enter” key on your keyboard, it will not do anything.

NGTFE: The return list will display ALL employees in the Group ID that you have
selected.
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5. From the return list, select on the name of the employee that you wish to view.

Employees For Nancy Wickmark, Totals From 09/03/2007 - 09/09/2007

Andrew Rohinson 0.00 0.00 0.00 0.00 0.00 000040269
Dale Cummings 0.00 0.00 0.00 0.00 0.00 000042788
Jay Wavra 0.00 0.00 0.00 0.00 0.00 000042938
Joyee wcEwen 0.00 0.00 40.00 0.00 0.00 000043795
Laurence Hahh 0.00 0.00 0.00 0.00 0.00 000042774
Lotraine Kittredge 0.00 0.00 0.00 0.00 0.00 000046320
ary Bermows ki 0.00 0.00 0.00 0.00 0.00 000041039
Pattrick Comstock 0.00 0.00 0.00 0.00 0.00 0000464592
Paul Roybal 0.00 0.00 0.00 0.00 0.00 000047182
Robin Anderson 0.00 0.00 0.00 0.00 0.00 000045542
Foss Hudson 0.00 0.00 0.00 0.00 0.00 000046654
Sharon Slebodnick 0.00 0.00 0.00 0.00 0.00 000044696
stephen Cahan 0.00 0.00 0.00 0.00 0.00 000040004

Once you click on the employee’s name, it will take you to the Timesheet page.
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On the Timesheet Page

On this page, you may view, report and/or approve time for your employee.

Once on the page, it will take you to the first day for which time has been entered. Go to
the “Date” field and enter the current pay period begin date. Then click “Refresh”.

/

Timesheet
EmpliD:

Jok Title:  Contract Specialist |l Ermpl Red M”10

O ciickornstructions J /

View By: Date: [09/1052007 [5] |4 Refresh | == Previous Week Mextwiesk ==

Reported Hours:  24.00Hours  Scheduled Hours: 40,00 Hours

Mext Emplovee ==

From Monday 09/10/2007 to Sunday 09/16/2007

Mon Tue |Wed |Thu Fri Sat Sun
310 911 342 |9M3 914 915 916 Total Time Reporting Code Taskgroup Owerride Rate
|goo |goo |soo | | | | 2400 | 001 - Regular v| [DEFALLT 1@
Submit By sawing this paoe, | cerify that | have reported all the hours that worke
i} Beported Tirme Status - click to hide
Select |Date Status Total Time Reporting Code Commenis
IF] 0971052007  Needs Approval 8.00 001 '@'
IF] 0911152007 MNeeds Approval 2.00 001 Q
IF] 0911202007 MNeeds Approval 2.00 001 O
Select All Deselect All Anprove Selected Deny Selected |

i} Reported Hours Summary - click to view

GoTo,  Manader Self Service

Time Management
Beturn to Select Employves

NGFE: The default view for this page displays a week at a time. You may choose to review
for the entire 2 week pay period. To do so, go to “View By” field and choose “Time Period”.

Review the time carefully
If you wish to make any corrections to the time, you may do so on this page

When you are ready to approve the time, select the row(s) that you would like to
approve time on

e To select individual days, click on the checkbox to the left of the date
e To select everything, click on the “Select All” hyperlink
e To unselect, click on the checkbox again or “DeSelect All”

9. Then click on
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NGTE: If you click on or if you do not approve the hours, it will not be
processed by payroll. It is your responsibility to notify your employee or

timekeeper immediately of the situation. The system will not do anything other than
change the status to “Denied”.

The following are special instructions for navigation on the page:

If you have selected the “View By” Week:

Timesheet

EmpllD:
Joh Title:  Contract Specialist Il Empl Red Wb, 0
ﬂ' Click for Instructions

View By: Date: [19/08/2007 5] |2 Refresh | == Previous Week

Reported Hours: 1600 Hours  Scheduled Hours:  40.00 Hours

Mext'Weak ==

== Previous Employes Mext Employes ==

e “Previous Week” hyperlink will take you to the week before.
e “Next Week” hyperlink will take you to the following week.

e “Previous Employee” hyperlink will take you the previous employee from the
return values on the search page.

e “Next Employee” hyperlink will take you to the next employee from the return
values on the search page.

If you have selected the “View By” Time Period:

Timesheet
ErmpliD:
Joh Title:  Contract Specialist] Empl Red Mbr 0
0 Click for Instructions

View By: Date: DQIUS.QUUT [ (4 Refresh =< Prewious Tirme Period

Reported Hours:  16.00 Hours  Scheduled Hours:  20.00 Hours

Mext Titne Periad ==

== Previous Ermplovee Mext Employes ==

e To see the previous pay period, click on the “Previous Time Period” hyperlink

e To see the next pay period, click on the “Next Time Period” hyperlink

e To add a row, scroll all the way to the right and click on the “+” sign
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e To delete a row, scroll all the way to the right and click on the

sign
To view the total of hours per day and per week, click on the hyperlink below
i Feported Hours Surmmary - click to view

It will then expand the detalils:

i ] Reported Hours Summary - click to hide

Total Reported Hours

32.00
GoTo:  Manager Self Service

Time Management

Return to Select Emploves

Click on “Return to Select Employee” if you wish to return to the search page
listing.
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Approve Time in Mass

Use this option only if you have not approved the time yet, but you have viewed
your employee(s) time from the previous steps. You may approve ALL time for the
entire group.

Go to: Manager Self Service > Time Management > Approve Time > Reported Time

M e >
@ Time Management

Marage schedules, view and spprove reported and payable ime, absence and overtime requests, exceptions, and more

Quick Reference K] Apprave Time K] Report Time
Instructions to help you apprave time, report time, or view comp time for your Approve reported time for your empioyees Report time for your employees.
emplayeers). =] Reported Time [ Timeshest
View Time

“iew your employees compensatory time.
= Compensatory Time

This is how your landing page will look:

PeopleSoft.

Mew iindow | Help | Customig]

Search:

®

'l> My Favorites
[> Self Service

Approve Reported Time
{-> Manager Self Service 2
= Time Management Timesheet Summary
A
~ Reported Time Employee Selection Criteria GetEmployees

> Report Time

[ Wiew Time Group 1D Q
— Quick Reference
[ Benefits e ’7—Q
[> Time and Lahor [
> Reporting Tools EastName |7Q
[> PeopleTools First Mame | &5

— Chande by Passward
|~ by Systermn Profile

Please enter the Group 1D or the Emplid for whom you would like {0 approve time for. Then enter a
specified date and how you would like to wiew it by, [Tthe "All Time Later Than" option is chosen, please
remember that it does notinclude the date that is entered on the date fisld

View By: | Mon-Gun v Date: (09132007 ] (£Retesh) << provious Week NestWeskss

Employees For Tyler Dang, Time Needing Approval From 09/08/2007 - 09/14/2007

Marme 0.000000  0.000000 0.000000 0.000000 0.000000

™ golectan D Clearan

Approve Selected | Deny Selected

Once on the landing page, you may search your employee(s) by these options:

By Group ID — (preferred Option) Use this to pull every employee(s) who are in
this group. Then you may select individuals from the return list. If you do not
know your group ID, see your timekeeper.
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Other Options:

e By Employee ID — Use this option if you wish to select one individual at a
time. Don’t forget to put the 4 leading zeros.

¢ By Last Name — Use this option if you wish to pull your employees who have
this last name. This is case sensitive. Use upper case for the first letter and
then the rest with lower case. For example: SMITH should be “Smith”.

e By First Name - Use this option if you wish to pull your employees who have
this last name. This is case sensitive. Use upper case for the first letter and
then the rest with lower case. For example: LAURA should be “Laura”.

Approve Reported Time

Timesheet Summary

Oet Emplayees
[escripon

Group D (="

ErnpllD [ &

Last Mame liq

First Mame Q

Flease enter the Group 1D or the Emplid forwhom wou would like to approve time for. Then enter a
specified date and how you would like to wiew it by, Ifthe "All Time Later Than" aption is chosen, please
remember that it does notinclude the date that is entered on the date field.

View By: | All Time Before | Date:[09/08/07 [ (2 Refres )

Employees For Tyler Dang, Time Neeaing Approval From 09/08/2007 - 09/14/2007

Select |Name H—£ :i.—mm Job {Dem!ment ‘Workgroup Taskgroup :i;iﬁumﬂjon Code

Matme 0.000000
| ¥ corees an O crozean

In the “View By” field, select: “All Time Before”

In the “Date” field, select: The FIRST DATE of the Next pay period.
This will select up all time for your employees in the Current Pay Period.
Click

If you hit the “Enter” key on your keyboard, it will not do anything.

N@FE: The return list will display only those employees who have reported their
hours, that now require your approval. If you do not see an employee that you
expected to see, it is possible that the employee did not report any time. To verify
this, go back to the beginning of the instructions.

Go to: Manager Self Service > Time Management > Report Time > Timesheet
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The page will look as follows if there are time waiting for you to approve:

Employees For Nancy Wickmark, Time Needing Approval Before 09/22/2007

[F] Dale Cummings 2.00 000042738 241304 (5721 L17C4BE DEFALLT
FI Jay Wavra 40.00 000042938 241703 15721 L17C4BE DEFALLT
] Joyce McEwen 2400 000043795 241804 15721 L17C4BE DEFALLT
gelectall L clear Al
Approve Selected | Deny Selected |

From the return list, click the “Select All” hyperlink and click on “Approve Selected”
button if you are ready to approve ALL hours for ALL your employee(s). To see the
details for each employee, click on the employee name. It will take you to the
Timesheet Page under “View, Report, Approve Time for your employees” section.
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Run Time Entry Report

Go to: Time & Labor > KC Time & Labor > KC Report > KC Time Entry Report

E

hain benu = Time and Lakar =

ﬁ K.C Time and Labor

Kimg Courty Time and Labor

E KC Time Entry Report
HC Repaorted Time report for managers to approve

This is how your landing page will look like:

1L CUPICJIULL:

Search:

b Wy Favorites KC Time Entry Report

[+ Belf Service Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.
[> Manager Self Service

[ Benefits

Find an Existing Value Add a Mew Walue

=~ Tirme and Labor
= K Time and Labor

= KC Report Run Control 1D: | begins with |
= KC Time Entry Repart [lcase Sensitive
[» Reparing Tools
[» PeapleTools
— Chanoe by Passwiord Search | Clear | Basic Search Save Search Criteria
— My Systern Profile

Find an Existing Value | Add a Mew Yalue

e Click on the yellow “Search” button
This will tell you if you had an existing run control.
o If you had no run control - “No matching Entries Found”
o If you had only one run control - It will take you directly to the page
o If you had multiple run control - Select the one that you wish to use

e To create a new run control — Skip this if you already had a run control (go to the
next bullet)

o Click on “Add a New Value” tab

o Name the run control as you wish without spaces. If you need to do spaces,
use the underscore

o Click on the “Add” button
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Time Entry

Run

Run Control I Tirme_Entry Eeport Manager Process Monitor

Language: English v

Run Control Parameters

Pay Period Begin Date: nsroarzao07 El End Date: 0852142007 El

Employees To Process Finel | View &1 | First [ 1 or 1 [ Lt

— [l Q [nouce ] (1 2

&l save | L\ Return to Search| +[E] Previous in List | +E | [=] Mctity | E‘+Add| |

e Enter a valid pay period begin date

e Enter a valid pay period end date

e Add all employees that you wish to run the report for in the Emplid field
Once you tab out of the field, it will remove the Group ID field

e Add all the groups that you wish to run the report for in the Group ID field
Once you tab out of the field, it will remove the Emplid field

e Click on the “SAVE” button at the bottom

e Click on the “RUN” button at the top

e On the Server Name field, select “PSUNX”"

Process Scheduler Request

User ID: WICKMANDST4 Run Comtrol I Tirne_Entry

Server Name: | Run Date: 09/20/2007 [5]

Recurrence: Run Time: | 10:09:24AM Resetto Current DatefTime |
Time Zone: Q

Process List

Description Process Name Process Type *‘Type *Format Distribution
k.C Time Entry Report kC_TLOD2B SOR Repaort Weh PDF Distribution
Ok | Cancel |

e Click on the “OK” yellow button
The button will take you back to the Time Entry report page
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e Click on the “Process Monitor” hyperlink

Time Entry Report
Time Entry \
Run Control I Tirne_Entry FEeportManager  Process Monitor _ 70

Language: English w

Run Control Parameters

Pay Period Begin Date: 08/08r2007 [51) End Date: 08/21/2007 [#]

. 7 o

Employees To Process Find | First B4 of 1 L2 Last
Empl e *Include/Exclude
Name Red Nbr Group I Description [r——
@& a1 E
) save | E\Returnto Searchl +[E] Previous in List | +[E] et in List | [=] ity | E‘+Aud| Update.‘DiSplayl

e Click on the “Refresh” button until the Run Status says “Success” and the
Distribution Status says “Posted”

Process List

View Process Request For

User ID: YICKMAMD1 ¢ QL Type: | ast:
Server: Name: Q Instances.
Run Distribution | vl

Status: Status
Process List First 214 2

| Last
ution _
Status Details

Posted Details

|_1 Days Refresh'

to |
e On Refresh

09/2072007 10:09:24AM
POT

0941972007 11:41:38AM
POT

446542 SGR Report KC_TLOZB WICKMAMND314

Success Fosted Details

oo

e Click on the “Details” hyperlink to retrieve your PDF report

4464749 SGR Report KC_TLOZB WICKMAMND314
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Frocess Detail
Process

Instance: 146542 Type: S0F Report
Name: kIC_TLOZAE Description: 1C Time Entry Report
Run Status: Success Distribntion Status: Posted

rn - Wupdate Process

Began Process At:

Ended Process At:

RFun Control ID: Tirme_Entry Hold Redquest
Location: Sarver Queue Request
Server: POUNX Cancel Request

(O Delete Request
Recurrence: Restart Request
Request Created On: 092002007 10:11:4280M PDT FParameters Transfer
Run Anytime After: 092002007 10:09:24AM POT Meszage Log

09r20/2007 10:12:05AM PDT
09r20/2007 10121 4AM PDT

Batch Timinos

Wiewy | ooTrace

e Click on “View Log/Trace” hyperlink

View Log/Trace
Report 10:

44266 Process Instance: 445542 Messane Log
Name: RC_TLOZB Process Type: SQR Report
Run Status: Success

k.C Tirme Entry Report
Distribution Details

Distribution Node: HTTPS

Expiration Date:

File Size es I]Itetirne Created
Message | og 1,831 092072007 10:12:14.0000004M POT
ke H02h 446542 PDF 8,836 O920/2007 10:12:14.0000004M POT
Trace File GB27 0920/2007 10:12:14.0000004M POT

Distribute To
Distribution
1D Type
Llser

*Distribution ID

WICIKMANINGT 4

e Click on the PDF hyperlink
e Print your PDF if needed
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